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CUTTING CORRESPOMIENCE COSTS

The written word is expensive. Drefted or dictated correspondence
costs from $1.50 to $2.00 per page. A glance at your files (2nd some
simple multiplication) will confirm that this cost is a major ome to
the COrganlzation.

Bzt you can cut correspondence costs by careful planning to:

Aveid retyping end rewriting.

Write to exmu)wt impreas.

Prevent the creation of nonsssential coplea.

Use leas expensive substitutes for costlier dictated or drafted

corvespondence .

AVOID RETYPING AND REWRITING

Follrar Organizstion foimt standards and correspondence handiing
procedures . memdurnwyarmﬁest@dswtm and
comaideration of Organizationwide preferences and needs. They werce
established to provide the unifcsmity essentisl to efficient emwe-
gpondence operations. Individual preferences for gspecial formats and
procedures lead to confusion over "what is stendard” and comtribute
greatly to the smount of retyping required.

Iimit retyping and rewriting to instances in which you can truth-
fully say "yes” to ome of these questions:

1. Will the present version fail to bring the required results?

2. ﬁﬂ@mmawmmaﬁmofyw

Office or of the Orgmnization?

T_hls document is part of an integrated
file. M separated from the file it must be
yres subjected to individual
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3. xawmwmmmmemmumm
reworked wntll sbsolutely no further isprovement appesrs
possible?
5. mm,ﬁw,tmwmdatw,thtm
paper should be reworked?
mmmtm&mmm.thmwnhem-
mwmmmmtawwmmm. It does
w,m,mmammarmpmemmma
for sdequacy on the basis of common sende rather then on trivialitles,
or;mlprefm There is a point where further lmprovements
Mlto.}mtifyspmdingmtmmmﬂmgwmm.
WEITE 10 EXPHESS HOT IMPRESS
Apply the "Fowr 3 Formuis" to your writing: Shortness, Simpli.
eity, Siocerity, and Btrength. Comeise, clear writing hes s far-
reaching effect. Less time is nseded to prepare, read, and understand
1%. Misinterpretations are avolded; good relations are maintaiaed. We
can't 21l be literary mssters. We can strive, hoseever, to rid our
writing of the more common barriers to étteetive comemication. Here
1s & partial check list to guide you. Esch "no" maswer indicates a potentisl
ares for improvement.
1. Are most of your letters or memorendms less than a page long?
2. nmwmmmwwz
3. Do you keep paregraphs shart--lese then 10 lines?
k. mmkﬁwmmmwmmmgmmmm
ence paturally and conversseticually?

This document s par! of an infegrated .
file, M separcied f-om sue file it must bq ,
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5. Do you paraphace items that do mot call for a verbatim
quotation?

6. Do you use personsl prooouns freely, purticularly "you"?

7. Do you know when the six little verb thieves, meke, taks,
give, bhold, lwm)uﬁ be rob your writing of its strength,

as in mede the desision rather than decided?

8. To you prefer active verbs (the official resd the lstter) to
passive cnes (the letter was resd hy the official)z

9. Do you overwork prepositiomal phrases such as for the purpose
of {for), with reference to (about, comcerning), end many
others?

10. Do you answer a question before explaining the answer?
"PREVENT NONESGENTIAL COPIES
 Copies are costly. They add to the volme of Tecords the Organ-
ization must bandle, store snd dispose of . They alow down typing

dwraticns. Of'ten *‘.".nd.ng and proofreading time is doubled whea that

"one extra copy” makes two typings pecessary. Put a price tag am esch
eopy. Beaste a single copy to several offices if time and clrcumsiances
mﬁ Stete your copy needs specifically. Iimit courtesy coples to
mw. Count yowr copies; make your couples coant.
USE SUBSTITUTES

Is typed correapondence always necessary? If not, dash off a note
by hand oo sn office memcewndum form or on & transnittal alip.

Memmﬁy,wm,wwwfwafw
plece of correspndence? Provide for these intlally vhen cetting up
the format of your paper
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Bow about tranamittel coarrespondence? Ia it always necessary?
Perheps a handwritten routing sheet or tranmmittal slip will do.
Or better still, comsider revising the format of the matertal to
provide speces for "To,” "From, " and "Sigoatuwre” and eliminate the
tranemitial correspondence entirely.

Does every instruction or declsion have to be in writing?

Consider handling more of your routine busipess by phons or perscnal

Does every letter or memorendup have to be dmafted or dictated?
Consider using form letters {(or msacrandms) and pattern correspendence
whenever possible. They eliminate:

R

T e

Porm letters (and memorarduma) sre appropriate 1f the message:

1. I» recurring routine busineass or informstion.

2. Is mot perscmal or will not bring grief or disappointsent to
the reader. _

3. Hes 5, 10, 15, or 20 linee and is used more than 30, 20, 15,
or 10 times per month, respectively.

.

S Y -
éx-_‘:)l‘ :)RN This document i$ part of an jnt;gtaied i
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Puttern letters (W&Mﬁmmmm—
m)mwmmmwtmmmmmmm

W.ormmmwmwmumm

pericd. Also, at \ mMMww-amrﬂft&e
mww:;umwumhupm, From such a survey

mmuwmmxsmmmwm astentshing results in:
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PRINTING SERVICES TIPS

mmmmmmmmm

mmmﬂumﬂmmmmmmw,ew
oversces installatlons, wfmmmmwmmm
mwamwmmwmemmmamt
before use. mmtmmumuufmmwzwoz
wmmﬁm:Wemhm. M&Gwﬂwm
to curl, mkisg 1t sviomrd to headle.

mw&mﬁmmbymtmmnmmmswwzm
for stocking these papers. nuvintemwmehasiaa
cool place (refrigerated, if possible). When & pmckage has besn opened,
Mthms&éportimsmrehmdinit&ymtie ccatainer. If &
mﬂchm&,mpmhnmll@mtity(mwmm‘ supply) of
peper in it. mﬁummwhammmmmd
Logistics. Nomenelature r«mmwumwenww,m
grsphic Storsge, Print, Stock No. 6760-803-0074; for lsgal-size safe, oréer
W,WM,W.SKWWM“&W
Bo. 6760-803~0475. iﬁthuhitctinpmitythenfeuyumwm
ntWﬁxm. Amumamwmmmw
mwmpmmphuammm.

ummmmmnmmmmmmﬁamw
mmwwmmt&ryms,;mummﬂsmwm

wmmmmmmwmhtmmmmaawer
water vas placed. Anl.ﬁiqs&awmnittudthemrtchﬁerﬂm&m&:

and alsoc made it ﬂbhtoimoftuﬁmﬂ#nww
»8 DACERSATY, pos This document is zert of an integrated |
file. If separaiod from ine file it must Bo;
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PAINTING GUTIE LINE - savE woxed By Geites mex woze pacx

Frequently reports, pesphlsts, msnuels, handbocks, in fact sesrly
mwamnm@)mmmmmwmmm
printing. Thia uneconomical use of "white space”™ adds to the size of the
mﬁmtm/aﬁ,unmlt,mmm. Parsons respons-
ible for copy preparsticn should keep the following tmpartent poimts
constantly in minds

1. Waemsver possible, print on both sides of the sheet of
ypoper; and

2. Save spate on cech sheet.

It is recognized that varisty and technicsl sspects of dffTerent
pablications 3o not weke It practical to establish format stesdwrds whieh
wvould be uniformly spplicsble to all Organization publiestions. Wevertie -
Jens, the Tollowing is pressuted as e gulde to using the printed page aad
thereby seving the Organisation printiasg dollara.

If you are using an 8" x 10}” sheet of paper, lsave tvwo lines
of blank space at the top of the page and then type the classification,
wmmm,um,whmmmdm
SPECe. Mmmingtuuxtofthemt,um&mm
lincs. The lines should begin about 1 inch from the left side of
the peper. m,umao&mm,mrmt-m”mmu
be sdout 1 ineh also. It is not alwmys possidble to maintain this pre-
cise right-hand mergia but every sffort should be made to keep it as
exset as possidle. The text should use 52 linus or 8 5/B inches of
the page. Two lines of blank space should be laft and then the classfi-
Tiestion mhould be typed. Puge mmbers sbould de typed on the same

This document is gart of an Infegrated

CONFIDENTIAL file. If separated tiam the file #t musy b

, = subjected to jngivid. . L
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Mumemmﬁfﬁ%mmmwwmm
of the page. 17 8 control phruses ls HecessaXy, §t should be typed

Mnmmmum.wmm
MMWM‘} ginos it is recommended that ’Tf
wbﬂM,MM&,hﬂMmmm&mw, ‘
mmwmmmummwntmww 5\@3

C, ,g“;\}‘i‘g\,‘g w

Lot

ARy L
VA

bers cn the lower left.
O vganizaltion ,
u&mmmwrm, they would be shorter snd

mmzcmupmmmmumm.
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INSURANCE REPORT

:mduswnumgnwnuum;huuhmummgmgammwx
the Federal Employees’Group Life Insurance Progran, which went imto
’eﬂect in 195k, Civil Service Comsission reports |

A total of 43,045 claims have been paid, including 3.3,9%8 for
$63,224,910 during the 12-month period emding last July 1.

The progras is the world's isrgest of its type, with $11 billien of

mwecmmlyinfm'nmu.s. sorkers purchase life insur-
- with
m&inmtseqadmtmmmmtmkmlmga

‘Goverzment paying s third of the cost.

CONYIDENTIAL
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CPYRGHT A
‘ Kol e gnN
A COURAGE(US WE-RMOW ASKED HIS SECRETARY TO GIVE HIXM A

MEMO OF HER VIEWS oM HE COULD BE A BETTRR MANAGER. SHE BROOUED
AND SCURRIED FOR A WEEK, AND THIS IS WEAT ME FOUND ON HIS DESK,
.IFTHE SRCE FITE . . « » &

A SECRETARY TAIKS BACK

™,

DQ,:}.( B‘«‘ss: o I
- Prackly, I wasn't quite sure how to go about this Job. MNo one

hes ever asked me to do anything guite like this before, and I doubt
that many secretaries have been handed this particuler assigment,
though heaven knows they get asked to do almost everything else!

Anyway, 1 did decide thet I wanted to come wp with something
useful instead of the usual gripe session about starting dietation
after 4130, giving unclear imstructions, marking up letters in ink
end then sending them out, and that sort of stuff. And seying "good
morning,” remembering birthdays, snd what not. So I talked aroupd
the office with some of the other girls a little bit, tryismg to piek
up some generalizatiocns which would apply not Just to you sné yomr
habits but to a good crose sectlon of executives.

Bach secretary I spoke to had something different to say, because
naturally every offiee situation is shaped by the personalities involved.
Some girle could suggest nothing -- maybe they had a high sense of
loyalty or were honestly contented, or Just had nc critical ebility.

Others were practicslly impossible to turn off once they had started,

snd I found that though meny of thelr conments were worthwhile, it
Approved For Relegap J0814 0 - 1A-ROP78-04724AFBOYOMISHIE o) % (Neti
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very easily disintegrated 1nto‘ . petty kind of saniping sesslion.
Maybe some of this flavor ati1ll remains in my findings, but perhaps
that is inevitable.

To bagin with, a good many men seenm to have missed the ides
that you had when you asked me to do this jJob -~ that they can improve
their performance if they really think through how thelr secretaries
can help them. This is really quite surprising considering that &
man's closest office assoclate is usually his secretary -- snd she
is also theemwbscmupsetmmmmim! 8o let me aay
at this point that your comscious attention to my Jjob should be an
exsmple for your colleagues to follow.

Beyond that, most of the girls agreed on one thing: It 1s
virtually impossible to do a top-notch job unless you are kept in-
formed of vhat the boss is doing and Just what his duties are. ‘Though
this "member of the team® stuff bas been worked %o death, a knowledge
of the problems the boss 1s tackling helps greatly to stimilate the
gecretary's interest. If she Just seces fragments and cormers, it
ean be highly frustrating and confusing. You mzsber the famous
story about the elephant: 8¢x blind Eindus, according to the story,
tried to describe sn elsphant. Each took hold of a different part
of the animal — tusk, ear, trunk, side, leg, tail. ZEach then de-
geribed the elephant in a different way -- 88 & spear, fan, snake,
wall, tree, rope.

1t is to the executive's benefit for his secretary to be aware

of the big picture. He can then entrust her with inereasing responsi-

pility with the assurance that she knows whet it is all about.

Approved For RelSae®00H1 Hd FCTARBPY?8-04724A000200030014 1t of an integrated
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Furthermore, a girl wvho instinetively knows vhat proje;ts are Isportant,
so they can be dispatched with speed and Intelligence,cean be of resl
belp. Pinally, anyone who works as clogsely &a does a secretary likes
to feel that she is important emough to know what®s in the wind.

In some cages, & pecretary has hed s formal training periocd to
prepere her for her job. In officeas where this is not so, discussions
and explanations from boss (0 secretary are helpful. Background reading
is often useful if it is not so overwhelzingly yoluminous that it dis-
courages rather then instructs. But each executive should decide how
best to itraln his own secretary -- the important point is not how he
does it, but that he does it. The time it takes will pay grest divi-
dends.

And then there's responsivility. Some executives jealously
guard theiy areas of euthority, failling to realise that the more they
can satisfactorily delegate to their secretary, the more interest she
will tske in her job, and the more time and epergy he will have to
devote to the activities that demand his specisl tslents. He must
aize up her abilities to do this, butl it often doea not hurt to glve
her even a little more than you are certain she can handle. She may
swrprise you in either direction, but how wonderful if she fills the
bill beyond your expectations!

By the way, in suagostiﬁa that executives glve thelr secretaries
more responsibility, I don’t meen tosslng some large project at them
Just because the boss 1s in a Jam and can't handle it himself. I
mean & regular, planned arrangement which involves a steady expansion

of her responsibility as far as she can goa.

COBRPFPIDERTIAL Tiis documeont is part of an linte:x:tes:
§i [}
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“Meny of the girls I spoke to Bad very definite feelings sbout

CPYRGHT

organization end use of time. They wished that the bose would start
his day by thimking cut as completely as he could exactly what he
wss going to aa ae might then resd his mail {if he gets it fairly

. early im the morning) and arrsnge it in order of importance, shaping

‘ up the reply to each letter as he looks at &t..\ Then enter the secre-

 taries. Too often an executive calls W%T;;'{e kis office without

- the foggiest ﬁeaafnmhcmtstouywhnthemonhismim.
B0 the organization takes place during dictetion, sn often slow and
repetitm*uk with much resding back and changes. How much it

: wmldhelpiramswzysutquietls in bhis chair for five minmutea
before starting and mentally sketched out hia wording, |

| This kind of povance plamning, inctdentally, cuts down the crisis
nature of too many offices. ¥Xo secretary minds helping the boss out
of & sudden emergency -- snd interrupting her schedule of work to do
it -~ but a constent series of fires to be put out is disorganizing,
irritating, sod umnnecegsary.

A1l too many executives have obviously not resched their present
pa@ts beceuse of their grasp of the spoken or written word. 3Sose of
m geem to have difficulty in expressing themselves, and though a
good secretery csn smooth out the letters(if she 1s li{terste hermelf),
the result may be sterile and lack personnlity. Some men realize
this lack of skill on their part and try to deal with 1t by writing
out what they wish to say, and giving it to thelr secretsry to type.
But here entérs another tregle flaw: many of the men are Illegible!

It i5 dynamic, no doubt, and & sign of having arrived to write care-

lesaly, but pity the poor translator who is certain if,bs, Sopfounded, |
Approved For Rei8a@e%do§19/%1 ¥ FTatrMrrs.04724RYT 0803001 7gwstmetie roria-
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bsmehamh!
Loyrity in the office {a saother very important matier, asl
on & two-way line. wwummtmtmwwﬂr-
mnmwmtywmpmm&sh&vh&m-smmmnthg
slightest doubt that vhat she uay sey wight esharrass or athervise
trip up ber boss. mwmwnmwwﬂm:entutmn
muqmmmnan;uu&tm, but seld that scoe were
mmwmmeirmmmmmmw thelir seerctaries.
It never slope mmwtm;‘cutymrmmm.
!&mm,mmiwmmbcmhmor

mmwammhmumwmu,matmwmm

chattel. zmwmwmm'twmnpummgﬁnam
m«tt‘sanntmthemtomuruamamxmmoml
ascistant whose Job nas no integrity of ita cwm but is exclusively
what he wants to meke it. She becomes, then, just @ mirror of his
mwmmwauminlmrmrm,ﬁninzasmiﬂc
ﬁﬁdwl&l&%h&m. mm:umthewhr
wwwmumshuetMrethumhMﬁngm
property rights for the boss! Incidentally, I suspect memy execuives
mmw‘mm-m’mmmw.

lesving aside the human relations angle, sny boss vho considers
mummiaaunaanmumﬁnalymmm. She can
mafnrmnwmtrim“mwthcm“ﬂm&aam
wmmmtxnumammummunmnwma
important in its own right, rsther than Just s beckslapping operatiocs

. his dogument is part ol an integrated | |
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Thus, I would hope that the exedutives in our office -- you

included -~ would make s real effort to evolve thelr secretaries!?
Joba in the direction of “administrative assistants™ or "executive
secretaries™. BNot only would that make cuyr lives pleasanter and
more rewarding; it would step up the efficlency sald productivity
of everyone in the office.

CORFIDERTIAL
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‘H FqRP' P
!ﬂﬂﬂﬁﬂﬂ! AVAILABLE )

PFOR TESTIRG BASIC AURAL COMPRENFESION

Auﬂnnmmzﬂan@amthﬁum,W=nnwmnuumﬂm—
nmsuﬁefwa&ﬂme!hdmuhurwmﬂyuummanuﬂts
muwm'smnwmwmmmmim
1nn¢nnhwmy.mmuuhnummaMGmﬁw&tutﬁnhaawb
fﬂdﬂ“ﬂﬁr%auh@hh&Sumﬁmuumuzmmugwmmmuwa
ulﬂﬁﬁﬂ@3@ﬁt@pﬂﬁt&m%fﬁﬁntnuh& This test does
mtuuwnnﬁhngﬂﬁmaunmbﬁtluﬂyﬁiwuw1nth

fie situations fmvolving ability to comprehend spokes lenguages. Tt ,wﬁ“
huncmhﬂmNMMaﬂu%wamﬁgmmumnwemdxwﬁhmy covt { '
uﬁlﬁmmuuanﬁwdatmumuuurw:uﬁamhmu,ﬂ‘IIIIIII
1t should met be confused with thes. 25X1A
. The test is given by mewns of & tape recording. It takes sbout

o

mmmmmmm,mmsmtumtﬁemﬂ-
trator to knov the lsngusge in guestion. The test cousists of a beoklel
eontalning T5 sets of picturss, four pictures to a set. The subject
mﬂihﬁﬁyﬁanMwnumm-nﬂMmm&mbywcchwamM
on the tepe. nanmtutw&nmauunﬁﬂwummﬁ@athmmns
ut&phmmantwaﬁmnunpunu:qwn¢MtauwemMn1
arens.

hﬂaammwmﬂ&&h&nh@hmGumm!mﬁm,uhhm
ﬁmmwhudﬂmmmm.ﬂﬂammh%qu‘nﬂﬁhin:wﬂﬁyd
hmﬁm&.mwmﬂlmrmmeuﬂswmmnuthInyqpuﬁm

CONFIDERTEAL
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and the tape speed wanted. méﬂiwmmwmw*

mmibu,mmmwummmmmmwaa
wamxmnm,mammmnsammum

um»mmmmmz‘ammm.

) A
CONFIDEXET 14 1:his dncumem'is part of an inlegrated
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AIONTIC TIPING

Revtrie typewriters satamatically opersted by s perforated paper
tape are being used to save a substantial mmber of typing end procf- ¢ui‘:V
realing bours, especially in the preparsticn of teibal msterials whish ;’b <
is typed.

Briefly, these typmriters capture, is the forw of holes in & paper
tape, the data being typed. The perforated tape thus produced car then
be izserted 1o the ceme typswriter snd it sutoemstically operates the type-
writer to produce, at 120 words & mimute, an exact duplicate of the origi-
.l ,

Buriag the automstic typing operaticn the machine mey be stopped to
type manuslly changes or additioual data. Inforsstion included im the
ariginal text but not wanted in subsequent retyping may be deleted.

The cperational steps ia the preparation of a report sudbject to
editing by several differest individunls before the finsl text is agreed
upon, sight de as follows:

3. Simultsnecusly se the first draft of a report is typed, the

v typed date is ceptured in a tape.

2. The typed draft is proofreal. Any resultant changes are sede
in both the draft and its tape.

3. s dvaft is - distributed for comgurrence. The tape is
retained by the typist.

k. When edited copy of the first draft is returned, the changes
found in all sdited dyvafts are mmaually trensferred to the ariginal

an intsgrated
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MOFDRM .
5. ﬁ-mm’im%ﬂﬂwﬂ‘m

the tape jroduced from typing the first draft, fa the resding unit
of the mmchine. The machine then starts sutomstically to type the

first draft. js aldiiticus, deletions, and other changes oceur in

the edited &yeft, the typist stops the autemstic typing snd menually
types the changsd material. As the sutomatic and manus) typing is
perforned the machine captures doth the avtomstically and mamwelly
typed data in & tape; thus, am wf Sated tape for the second draft

iz produced at the rate of 120 wowds per mtmute,

6. Upon completion of the sbove operstion, the mazually typed
dats is proofyesd. (The mutomstically typed dats does not require
oofresding.)
| 7. The ssoond draft is then distributed for comcurresce. Its
tape iz retained by the typist eod the old tape is destrayed,

8. All of the ebove steps are repusted for eech suscessive
draft. When the finsl draft is received, its tape is iaserted in
the resdiag unit of the mmchine and the finished report is mitosati-
sally typed snd does not require proafrewading (except for the incon.
sequentisl nusber of changes that way have bess sade in the flmal
draft.)

It is fmportent to note that with esch adliticosl draft malde the

smount of msausl typlag and proofiresding decresses while the amount of
sutomstic typing imeresses. As a yesuls, final reports sre profuced st
& high rate of speed without erver,

COBFIDENTIAL
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mmsathemtmnmgm. He receives s perscnel commends-
tm;iMWMnmyM,ﬂswuwthMem
Perscrnel Folder.
Memittuwmymtcmmtymmmmhup
you develop your ides. Think it through. Talk it over. S3ND IT IR
wwmmm;mwubmm:mbwmmm.
u;mm,nwmmmammmmmm,
ncmtmiw&mmunmm,Ms
”lcmwthzrebeusmﬁmwtarmm-nﬁ

superior performence in al) fields of endeavor.”

COBNFYIDENTIAL
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RETTREMERT BILL SIGNED BY PRESITENT

Preaident Elsenhover hes signed e new retirement bill which
will benefit several thousand widows and widowers of decemsed
Federsl employees.

It will let them pey back into the Civil Service Retirement
Fund all or part of any contributions the deceased spouse mey have
withdrawn from the Civil Service Retirement Fund.

In this way, they can bulld up their survivorship sumdbies to
the level they would hawve attalned had there been no withdrawals
from the Fund.

Yederal employees who lemve the service are permitted to
withdraw thelr contributions. If they return, they ordinarily
attempt 4o repay.

The new retirement bill was signed the day before the
Preslident signed the independent offices appropriation with its
rider prohibiting retirement increases unleas Congress Tirst votes
the necespary funds. 7That means the new bill will not be affected

by the rider.

KUFURN This document Is part of an Integrated i
WU file. 1f separsted from the file it must ba !
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LEROTH OF OVERSEAS TOURS OF INTY

It is increasingly desirmble to standardize as mch as
mﬁﬁﬂst&ezmgthafmrmtmdwtycﬁm-mgus
Carear Services. aewrslof&ewarﬂmmwﬁxthepaat
Mm&rﬁﬂdwwam«mtmdm;rmm&rm
iwxmthutthemimmmm&erafkaxpwmmcﬁwﬁthemms
of oversees service. This objective has been lsrgely acccmplished.
Immimtimoftheﬁcttmﬁﬁlmtm-mmmuwed
mrmmlomrmhmmmmm@muabkw
assume full responsibilities and that his last few weeks hefore
wammmwdlnwttnwm,atwtm
tour in meny cases is not economical. It is believed that ir most
thmmmt-afﬂmmmmmmamm
wmmmmscimmmmtwctmmmm
~mwmmtesonmmnmingmusimw
mtmtomirm;fornmmomtmef&my. However,
1tum1mllywmﬁtommﬂm1ﬁalmsfurutwqw
tour of duty in order to provide flexibility to both the Organization
mm@mufmmmmstmnwmgmzem
1imit the tour of duty to two yesrs.

Except for poste vhere, fur herdship or other gpecial reasons,
ntmahmrﬁmtmmmmmm,m}.ﬁu
mmtamwmmmmﬁmmm-ﬂnx—

tours of duty. Scmetime after the completion of one year asd before

Kata This document is part of an Intograted
NOl_ORN file. If separated from the file it must he
acted to indivica! sysiematic review.
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/<
the completion m:t—ﬁ!én monthe of oversess &uty a decisiom

mamm-wmmammmﬂmmm:
1. gm@memhmmaymmeuﬁ~
gtation basis st the end of the two-year tour,
2. gtmmgmtwsthiﬁm,w
3. takes lemve following overseas assigmment and
m:rn;tfa his post for a second two-year tour of duty.
mm&&ﬁtstiMMfamwwmhis
wwwmmamw*sm,
taking into considerstion the desires and coements of the emplayee
and his supervisor. mwmmwmmmna
mummammm@umauwdmmmam
WmmrmmormmﬁmmimMr
mmtntheommucninwim. In all cases, the
WMﬁHMthee@mwm;Waf&&ﬂm
of the decision concerning the length of kis tour.

—2— o
ald b dﬁ’dﬂ
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Did you know that at least one Of eUEry sEven PErsois n your commumnily
wii} e hospitalized sometime LALS year?

=

e

Your GEHA Hospitalization and Surgical Benefits Insurance can
“help you pay costs of iilness «f you or a member of your family

?\;;3 should be hospitalized or receive treatment in any licensed hos-

i‘f pital or authorized clinie. Your administrative officer can give _ :
g\ you the names of authorized clinfes in your area. 3 STATINTL
*&j{ X 5
5

! KEEP

! YOUR HOSPITALIZATION

and SURGICAL BENEFITS
INSURANCE UP TO DATE!

et

NO W, premiums may be paid anytime by mail or inter-
nffice mail: at headquarters, you can pay in persan betweern
10:00 . m. and 3:00 p. m. instead of just during the first 5 work-
days of each month. Under certain circumstances, your pre-
miums can be deducted from your salary.

GEHA, Inc.
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A COST PRIMER

8ince the spproval of Public Law 863 directing changss 1n the

fovernment sccounting and budgeting systems, & group of teaws has

come iate use which seans foreign to those of us ralsed on tems such a8
allotments, cbligations, and expenditures. The so-called new terms
are besic to the cost side of accounting and budgeting snd must become
» part of our every-day operating langusge. In order that talks,
discussions, articles, asd regulstions may be more mesningful to all
of us, the fundanental cost terms are defined or descrided here.
COST 18 the use or consuming phese of operations. The dollmr velue
of all items such as our salery and operstional gifts and equipment
thatmmdcrcwmdodnsourmwa&maemat&t
.Jab;themtatmtm&ﬁgminwm‘am&mm&w
organlzational wnit, of an activity, of a major program. A cost is
incurred when explayees have woried, a comtract is completed, priating
received, supplies and equipment issusd to the perscm using them in

ais Job. Meﬂs&ht&ﬂnﬂpbsaeﬁt&w&mn&

COST-BASED BUZGETS are plans for operations stated in terme of the use

amé&amummmtmmrmg&mmsm

pervices, which 1s our current cbligation method of budgeting.
mmismtmmwmtmmemm

mmm:ammmwwmam,mm

on an sctivity or operetion, or te complete s unit of work or o

specific job.

N(FORN This document is part of an infegrated
file. If separatec -from ihe file it musi he :
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COST CENTER is & unit (organizaticmal, project, sctivity) selected
for the purpose of accumilating wsts that can be identified with a
aingle management responsibility. The record in which the coat data
is scoumulated is technically celled a cost account. In discuseion
and writing these terms will be used interchangeably .
COST CLASSIFICATION is the grouping of data in such e mmnner thet 1t
will be most useful to management in discharging ite responsidbilities.
The more comuon classifications are:

DIRECT COSTE.— those which may be idemtified specificelly
with a glven orgenization, project, or activity such es operational
equipment used by a project.

THIIEECE COSTS —-those incurred for joint organizatioms, projects,
or activities such as station support. These costs axe also called
OVERREAD COSTS.

CORTROLLABLE OQSTS - thoee incurred as a result of orders by
the menagement of an organizatlon, project, or activity such as
salaries, trevel, trensportation, equipment .

RONCCNTROLIABIE COSTS - those incurred in rendering a service

to an organization, m,;tec'hwpr activity asd not resulting from the

direct order of the mensgement of the organigation, prajec?_,ar activity

such as C@mimti.m?évmd transportstion services.
mmnammenmwmmmw
should be incurred under specified conditions by an organization,
: ¥. It has its test veiue as an aid to remapenent
;ma.}ee%)or activity. T grea
in evalusting the actual cost of operatioms.
1 tORN

- 1.}[?5""

PRIt Lulom ‘ ;
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NOFOh, i
S8 {s sn awarensds on the yert of menngement

mmwmwmwwmmmwm
business. Mumnmummmwm:
1. mmwmmmwmmn
costs of the opezations for »hich the particulsr level of
whmm}zﬁ&mmmm&y
shold cost; snd
2. The cost sfYect of demamis on others to furnish sexvicee
to the ogperstions.
mmnﬁamumnmmmmmma
an introdoction to cost terminology. In the months and years to come
we will hear more sdout costs snd ocur list of terms will grow.
mwmmmmmw&wmmu
mwwmmmwmmwm
information that enables mmhagesent to meke decisions on o nowe ascurate

“3m
{0FORN

(A e
A%
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THIRD COMPTROLIER'S COMFERENCE

Ca § and 10 October 1958, the Comptroller sponsored s training eon-
ference rmwmtmwmmmwmmdmsm
Service to d1scuss career polieies amd technical issues. As at the two
WMW,MmatcaiumymWsrmﬁmmd
interruptions gave greater freedom for full diseussion of complex issues,
and provided an opportunity for SF persommel to become better scquainted
under inforsal conditions. One purpose of the gonference was to improve
mmmnsr@myeesmmeﬂicQofmcapmmmm
sssigned to other offless.

Mzmﬂs&ssimotwcw&rﬂesphuMpomm, including
such key persomnel issues as training, hiring, rotation, promotion, csreer
planning, the fiexible table of organisation, fituess reports, supervisory
and managerial practices, and Job desoriptions. Also discussed vere pro-
blems of overtime, the use of Electronic Data Processing Machines, budget-
ary euts, grade structures, the vital documents program, vouchered and
confidential funds procedures, and regulatory issuances.

Key issues st a later session were the Presidamtial budget pollicy;
plans to handle funding redueticns; the consolidation of budget sub-
sissions; simpliftied procedures; spproval systecs; and the technicel treat-
mont of cbject claeses of expenditure, unliguidated obligations, uen-year
statistics, advances of furnds, and reimbursements.

On the second day, procedural accounting questions were raised, imelunding
the defduition of allotment obligations, the unligquidated obligatioss, and
the no-yeer sppropristion issue. Among the toples explained were the
following: This document is part of an Infegrafed
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1. wrwmwmmwmmusﬂm

cat Property Aunthorization Cheerge,
2. mmmwmmmwmmﬁmm
abls Imstallstions,

3. mmmimaww&mmunm ﬁ
kL

of Allotment Charges for Detailed Persounel, s 4!-*““,#
F i “"‘"f;i"‘ Mf’
L, The status of the revision of . ; umy
on Comptroller epuatims_ _25)(1A
N mmwmm1m_,me 25X1A

6. mmxmtmmmwmmmmmam%xm
to establish Statement of Functioas.
umwmmammmwwtmmm-

mmmmtmr:tmwmwmmwmm@
lation. The coordimation of this Comptroller effort with Organizatioca
thmm«tmwswwnamwmnm
fortheomdng conference of ASministrative Officers. There was alsc & brief
Wmmmmwmmmummm,mmamm
wMMemsm,mmmtthta. In May 1959
mmmmeWMtMWtomm
the new regaired cost-baszed budget and relsted issues.

CORYIDERTIAL
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NOFORN
OUT-PLACENEINT PROGRAN

The Out-Placement Program was egteblished lest Pebruary Lo provide
gatdance and sssistance to Organizetion employees whe hmve either become
mmwmmm“mfwmwmrmlwam
temure with the Organtzation would not be bemeficial to either themselves
or the Organization. The primery sdministrative chjevtive behind the Out-
Fincemart mmtomawu*umwmmm srderly
tyamgition from our service to other fields of employmest.

Types of services furnished by the Out-Placement Rranch are: (1)
externsl employment guidance in terms of current job opportunities in
Federal, state, and local governmantal units; interaationn) organf:ations:
universities; and private industry: (2) sssistance in developing Jcb
remuafs snd appropriste employment date consistent with Orgealization
esployment status; (3) arrenging for iaternal security and cover clearsnces, ©f
required; end () exrenging for specific external employment referrals
and intervievs.

Although the current labor maricet is, and has besn, fairly tight,

a muber of successful out-placemsnts have been made by this activity,
isrgely through the efforts of the Out-Placement Branch in disgnosing
tranaferradle skills of Crganizetion smployees sand matching them with
Jjobe in the seme or related Tields.

aobU RN

TENSE SN S i part of an Integrated

iio b 14§ This document is Fe’ ni .
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SELSCTION -0 PROGRAM

Early this year. the Director epproved a program for the identifics-
ticn and selscticm-out of the Orgapizatica of individuals whose effsctive -
pess is substandard, that is, persons who capnot meet Organlization
standaxrds of work efficlency or conduct. He pointed out that the rapld
rate of emplayment dictated Dy the requirements of the Kcrwan pericd
rezulted in the appolintment of some parscos who have not bean sble to make
& reascashle contribution in behalf of the Orpanication's chjectiwes. At
the same time. the Directcr emphsaized the respomaibiliities imposed upon

the Orgsnization for wndertaking this program with painstaking cdjectivity.

The procedures cutlined beliw for carrying cut this program sim to
1. "The Heads of Career Services and the Deputy Directors identify
those Individusls who are fuiling to meet Organization standards
and refer recosmendations for selection-out to the Director of
Perecnnel.

2. An individual who is proposed for selectiom-out is informed
of this fact by the sppropriate Deputy Director or the Head of bis
Career 3ervice and advised of the reascms.

3. The Directur of Personnel roviews each selscticn-cut preposal.
In doing vo, he holds hemrings o develcp the facts snd advises
the individusl of appeal provislons

k. Foliowing his review, the Direetor of Perscmnel (1) reccmmwenda
to the Director that the smpluyee be terminated, or (2) uccepts
the individual's resignstion m& 1n mexritoricus cases, DBy

file. 1f separated from the file it must h§
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provide assistance in cbteining other employment, or {3) sesommends
or effects altemative acticns such as reassigmment with or without
reducticn in grade.
Coses formelly proposed to the Directcr of Personnel for selection-out
have been resolved by terminstion, resignation, reassignment or
voluntary retirement whem individuxis were eligible. Up to mid-October,
56 cases bave been resolved.

Approved For Release 2001/11R{:C1A-RDP78-04724A000200030011-9
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mmmmnmwmmmmmm
THE CONVERSION OF LOCAL CURRENCY

The Operations Coordinating Board (OCB) bas recently conducted a
reviev of U. S. Government sdministrative policies and practices having
& bearing on foreign attitudes toward U. 5. persounel at oversess posts.
As a result of this review, the Bosrd has prepared a set of Guides, for
use in developing regulations, pertaining to the tmportation and disposal
of personal property, the acquisition and conversion of local currency,
and the importation, ogsra.tion)m disposal of motor vehiclee. Coples
of these Guides are being trensmitted to =all Chiefs of Diplomatic
Missions and Commanders of U. S. Unified Comsanis with a joint message
from State, Defense, USIA, and ICA rg_ques’cing that the Guides be used
es & basis for the adoption of uniform adsinisirative policies and prec-
tices on these subjects. The contents of these Guides are quoted below
for your information and guidence. Hesdquarters is eurrently reviewing
Regulations with a viev to making appropriate amsendments thereto in
gemeral conformance with the policies and prectices get forth in these
Guides.

(1. The Guides set forth in this peper complete the action with
regard to Recommendations 17 and 18 of the OCB Report on U.S. Employees
Overseas. In commenting on this Report, the President, on April 2h, 1958,
said:

fthe importance of building up good persoval relations between
foreign nationals and Americans vho live snd work overseas cannot

be over-estimsted.”

: OBFIDENTIAL
Approved For Ref(:aase 2501/11/01 : CIA-RDP78-04724A000200030011-9
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PThe Report itself noted that the attitude of foreign nationals toward the
presence of Americans depends primarily on the extemt to which individual
Americans demounstrate common courtesy and good manners and exhibit a
sense of responsibility in the dlscreet use of their personal property,
prtieum}ytheirmtmbim, Eaving noted furthsr that sll of the
t@inistratﬁ.ve practices bearing on foreign attitudes need across-the-board
meétmmewioatmmhmmummmumn
herim missions and cormands sbroad, the Report concludeds

rue over-riding need is to inatill in ell Americans serving their

government abroad an understanding of the fact that they are essen-

tially guests of the host country and, as guests, are cbligated

to display normal good manpers, to follov a reasopable standard

of moral conduct, and to avold acting superior to their hosts.?

!/ 9. Pureuant to the sbove, the Operstions Coordinating Board has
examined steps which might appropriately be tsken to correct certaia
abuses concerning the importation and sale of personal property and
transections in local currencies. The Bomrd has also examined steps
which might sppropriately be teken to eliminate or zinimize the alverse
impact upon the prestige of the thited States of vehicles operated by
U.8. personnel oversess.

3, As & result of these studies, the Board has concurred in the set
of guides and rules set forth below for use in developing regulations
which will spply to the importation and disposal of personal property,

%o the mthis;tion and conversion of local currency and to the imporia~
tion, operation and disposal of motor vehicles, both official and those
priveately owned by U.S. Government @aployees Overseas.

Approved For Relegse 2007/419 W ¢14-RPE78-04724A000200030011-9
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“ i, mwnnmmibnrwmmw of

regulations embodying these guides which will epply to all U.S. personnel
and their dependents assigned or attached to diplomstic and comsuler
_offices in the country to vhich he is accredited.
ﬂé. Zach Commander of U.S. Unified Ccomands will be respoasible for
tbe develogment of regilations which will apply to all U.8. persaumel
constituting his commend and their dependents, but will exclude those
.B. Department of Defense military and civilian persounel assigned to
(6, wnile the guides in themselves vill result in & substaniisl
'mﬁmmiu,mwmawmm
ahould ecollaborate within the framework of existing relationships o
 evold umsecessary differences in the trestment of the various cetegories

of U.8. persomel and t.hair dependents.
F x, ges Pertaizing to Persomsl Property, Wotor Vehicles and

/7. Regalstions and procedures devised for agplication at the country
1evel shall be cousistent with regulations, cusioms sod practices of the

#8, Wowever, persounel shall not engage in sny practices in the
cransaction of persosal business abroad which may bring diseredit on
themselves or the U.5. Goveynment.

CONFIDENTIAL
Approved For Release 2001/11/01 . CIA-RDP78-04724A000200030011-9




Approved For Release 2004}(9ft N CIA-RDP78-04224A000200030011-9
~ CONFPIDEBTIAL

B, Quides Pertaining to Personsl Property
"9, Persomal property shall be imparted for the employee's use while
at the post or station and not for sale.

./ 1D. Advsnce approval of the designated control officer, officers, or
committes (hereinafter referred %o as the "designated comtrol suwtharity™)
shell be obtained for:

“@. Importation of items of high resale value after first
iastallation shipment;

" b. Sale cr other disposal cf persomal property to otber than
.8, Government personnel im extracordinary situations such as the
transfer of the officer or employee from his place of assignuent
and then on condition that spplicable local duties, taxes, or levies
will be paid in complisnce with local laws snd regulstions.

/ 11. Sale of perscual property ussble world-wide such as photographic
equipment, wrist wvatches, silverware, or fire amms, shall be restricted.
This list will vary from comtry to country and it 1s asgumed that & common-
sense rule will prevail.

" 12. Comtrol shall be exsrcised over initisl purchase snd resale of
items scquired through U.S. Government-operated commiesaries ssd post
exchanges. Resale of comsumables to locals by Americans or by local
employees of the U.5. Government when they have commissary and post exchange
privileges shell be prohibited.

713. Comtrol shell be exercised over importstion of highly salable com-
m&}{awu.s.mmmuwmm”upmmpm@,
APO snd FFO paercel post, attache and special mission planes.

[;1!:. Undignified sales practices, such as auctions, "fire sale” type
sdvertising, or use of employee's title cr commection with U.3. Government,
shall be shiiviPRor Release 2004/d(Hfi: CIA-RDP78-04724A000200030011-9
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“@&. QGuides Pertaining to Motor Vehicles

7'35. Vehieles should be appropriately inconspicuous and unostemtatious.

”36. Uniform and mandatary motor vebicle imspection programs will be
established to snsure highest siandards of mechenical safety.

" Y7. Driviag perwits and license plates will be issued cnly upon the
successful completion of stringent driver-testing progrems.

18, Appropriate restrictions on operstion of vehicles by mimors will
be imposed.

' 19. Bpeeial warkings on U.S. privately-ownad vehicles will be cur-
tatled, |

“ 20. Megquate 1lability insuracce coverage with s relisble firm will be

a prevegquisite to the licensing of private motor vehicles. The relisbility
of & £irm will be determined, in part, by its reputation for prompt settle-
Qantotehimoritaﬂﬂimtomtymtunm of meritor-
fous clalims.

/21, vere practicable, U.8. officisl vehicles will be inecuspleucusly
painted end identified.

‘g, Consideretion will be given to the suspension or withdrswal of
ériving peraits of U.B. operatars for reckless cr drunken driving or negli-
geace vhich causes death, bHodily lajury or substantial property demege.

‘g3, Where appropriate, rationing or denfal of tax-free gasoline will
be indtiated judicicusly to limit operation of U.S. wehiclss to conform to
loesl situstions.

" gk, CGowdineted programs will be establishad to effect prompt settle-
ment of claime srising from secidents involving U.S. vehicles, both under
tbe provisions of United States clains legislstion snd those of veblcle
snsuranchPPsXEsdRer Release 20Q4/11/04 ; CIA-RDP78-04724A000200030011-9
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(g5, m&wm&gﬁhwmmw”wmw
ttnwtmtmcimwmmcmmwﬂiﬁmmmrmed
bymmmdmtrolwﬂ!&iw.
D. Guides to ¥ Carrencies.
" 26, rmmmmrawmlmmumw
U.B. suthorized channels. Subsequent econversion of loeal currency o
dollar ipstrumeats by U.S. Goverament Distursing Officers, where permitied,
sball be ressonsble in 1ight of conditions prevailing within the country
amwtmmnmmuummtomudm
mym@mwu.&wm Conversions of local
macytoﬁoum'ormw'inmumﬁrﬁ.&eitims

other than U.5. Uoverament perscunel or their dependents except through

U.8. perscmel specifically responsidle for dodsg so as part of their officisl

dutips.

’: mtormwwwmwmnmmm
mmmmmmmwmmnww-
“28. Mwummmmmmmswwm
umrmmamdwﬂmmmw. {mis

3)
4pes not suthorize conversion vhare presently pronibited.)
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